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U.S. Department of Energy PROCEDURE

National Energy Technology Laboratory P 243.2-1

DATE: 3/28/02

TITLE: RECORDS MANAGEMENT

1. PURPOSE: To provide instructions on how NETL records shall be
identified, reviewed, and prepared for proper retention or
di sposal .

2. CANCELLATION: This Procedure replaces all docunents created
prior to the formation of NETL that pertain to the tracking and
mai nt enance of records managenent.

3. REFERENCES: The references |listed bel ow provi de additional
clarifications and/or requirenments for the Records Managenent
Program

a. DCE Order 200.1, Information Managenent Program of
9/ 30/ 96.

b. NETL Order 243.2, Records Managenent Program current
ver si on.

C. NETL Procedure 243.1-1, ES&H Record ldentification and
Ret enti on, of 8/3/01.

d. NETL Procedure 243.2-2, Records Inventory, current
ver si on.

e. NETL Procedure 243.2-3, Records Disposition, current
ver si on.

f. NETL Procedure 243.2-4, Electronic Records, current
ver si on.

g. NETL Procedure 243.2-5, Filing System current version.

h. Title 36 CFR, Chapter 12, Subchapter B, “Records
Managenent . ”

i Title 44 U.S.C., Chapter 21, “National Archives and
Records Adm nistration.”
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J . Title 44 U S.C., Chapter 29, "Records Managenent by the
Archivist of the United States and the Adm ni strator of
CGeneral Services.”

K. Title 44 U S.C., Chapter 31, “Records Managenent by Federal
Agenci es.”

| . Title 44 U S.C., Chapter 33, “Disposal of Records.”

m NARA- approved DOE Adm ni strative, Programmatic, and Site-
Speci fic Records Disposition Schedul es.

4. DEFI NI Tl ONS:

a. Active Records -- Records necessary to conduct the current
busi ness of NETL and therefore are generally maintained in
of fi ce space and equi pnent.

b. Adequat e and Proper Docunentation -- A record of the conduct
of Governnent business that is conplete and accurate to the
extent required to docunent organization, functions,
policies, decisions, procedures, and essential transactions
and is designed to furnish the information necessary to
protect the legal and financial rights of the Governnent and
of persons directly affected by Governnent activities.

C. Audi oVi sual Records -- Records in pictorial or aural form
I nclude still and notion pictures; graphic materials, such
as posters and original art; audio and video recordings; and
conbi nati ons of nedia, such as slide-tape productions.

d. Case Files -- Records, regardless of nedia, docunenting a
specific action, event, person, place, project, or other
matter. Includes personnel, project, and transaction files,

whi ch are types of case files.

e. Closed Files -- Afile unit or series containing docunents
on which action has been conpleted and to which nore docu-
ments are not likely to be added.

f. Conti ngent Records -- Records schedul ed for final disposi-
tion at an unspecified future tinme to occur after a parti-
cul ar event, such as the decomm ssioning of a vessel, the
sal e of property, or the destruction of a building.

g. Correspondence Records -- Letters, postcards, nenoranduns,
not es, tel ecomruni cations, and any ot her form of addressed,
witten communi cation that are sent and received. These
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records are arranged and filed according to their general

i nformational or subject content. Includes mainly letters
and nenoranduns but also fornms, reports, and other material,
all relating to program and adm ni strative functions, not to
specific cases.

Custody -- Guardi anship or control of records, including
bot h physi cal possession (physical custody) and | egal
responsibility (legal custody), unless one or the other is
speci fi ed.

Cutoff -- Breaking or ending files at regular intervals,
usually at the close of a fiscal or calendar year, to permt
their disposal or transfer in conplete blocks and, for cor-
respondence files, to permt the establishnment of new files.
Case files are generally cut off at the end of the year in
whi ch the case is cl osed.

Depart nent of Energy Records Schedule (DOERS) -- A records
schedul e i ssued by the Departnment of Energy.

D sposition -- The actions taken when records are no | onger
needed in current office space. These include transfer to
agency storage facilities or Federal record centers, trans-
fer fromone Federal agency to another, transfer of pernma-
nent records to the National Archives, and disposal of
tenporary records. Dispositionis the third stage of the
records life cycle.

Docunent -- Recorded information regardl ess of physical form
or characteristics. Oten used interchangeably with record.

El ectronic Records -- Information neeting the definition
of a record and stored in a formthat only a conputer can
process. Also called nmachi ne-readabl e records or ADP
records.

Emergency Operating Records -- That type of vital records
essential to the continued functioning or reconstitution of
a NETL organi zation during and after an energency.

Envi ronnment, Safety & Health (ES&H) -- Records containing
environnental, safety and health information related to NETL
oper ati ons.

Federal Records Center (FRC) -- A records storage facility
operated by the National Archives and Records Adm nistration
(NARA) for storage and servicing noncurrent records.
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File Plan -- A plan designating the physical |ocations at

whi ch NETL's records, including ES&H files, are to be nain-
tained, the specific types of files to maintained there, and
t he organi zational el enment having custodial responsibility.

Frozen Records -- Those tenporary records that cannot be
destroyed on schedul e because special circunstances (such
as a court order or an investigation) require a tenporary
extension of the approved retention period.

Ceneral Correspondence -- Records arranged and filed
according to their general informational, or subject, con-
tent. Includes mainly letters and nenoranduns, but al so

forms, reports, and other material, all relating to program
and adm nistrative functions, not to specific cases.

CGeneral Records Schedule (GRS) -- Created by the National
Archives and applicable to records conmon to agencies
t hroughout the Governnent.

| nactive Records -- Those no |onger required to conduct
agency business and therefore are ready for final disposi-
tion. Now also called “Noncurrent Records.”

Nati onal Archives and Records Admi nistration (NARA) -- An
i ndependent agency that succeeded the National Archives

Records Service. It is responsible for establishing
policies and procedures for nanagi ng the records of the
Federal Governnment. |t exercises final authority for

approving the disposition of Governnent records.

Nonrecord Material -- Nonrecord materials are those cl asses
of docunentary or other materials which nay be di sposed of
wi t hout archival naterials.

Per manent Records -- Records apprai sed by NARA as having
sufficient historical or other value to warrant continued
preservation by the Federal CGovernnent beyond the tine they
are needed for admnistrative, legal, or fiscal purposes.

Recor dkeeping -- The act or process of creating and nain-
taining records. Assunes the need for their proper
di sposition.

Recor dkeepi ng Requirenents -- Statenents in statutes, regu-

| ati ons, or agency directives providing general and specific
gui dance on particular records to be created and nai nt ai ned

by NETL. Since NETL is legally obligated to create and
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aa.

bb.

CC.

dd.

ee.

ff.

gg.

mai nt ai n adequat e and proper docunentation of its organi-
zation, functions, and activities, It needs to issue
recordkeeping requirenents for all activities at all |evels
and for all nedia, and to distinguish records from nonrecord
mat eri al s and personal papers.

Record(s) -- Includes all books, papers, maps, photographs,
machi ne-readabl e materials, or other docunentary materials,
regardl ess of physical formor characteristics, nmade or

recei ved by NETL under Federal |aw or in connection with the
transaction of public business and preserved or appropriate
for preservation by NETL or its legitimte successor as

evi dence of the organization, functions, policies, deci-
sions, procedures, operations, or other activities of the
Governnent or because of the informational value of data in
t hem

Records Custodian -- The contracted individuals responsible
for daily maintenance and operation of the Record Centers.

Records Facility -- A local |owcost records storage
facility for the econom cal storage of noncurrent records
pendi ng their destruction or transfer to a Federal Records
Center.

Records Managenent -- Records managenent is the planning,
budgeti ng, organi zing, directing, training, and control
involved in managing the life cycle of records. This life
cycl e enconpasses the interrelated and i nterdependent phases
of records creation or collection, records maintenance and
use, and records disposition.

Records Managenent Program -- A planned, coordinated set of
policies, procedures, and activities needed to nanage NETL’s
recorded information. Enconpasses the creation, naintenance
and use, and disposition of records, regardl ess of nedia.
Essential elenents include issuing up-to-date programdirec-
tives, properly training those responsible for inplenenta-
tion, publicizing the program and carefully evaluating the
results to ensure adequacy, effectiveness, and efficiency.

Records O ficer -- The Records O ficer is the person
responsi ble for inplenentation of the NETL Records Manage-
ment Program

Speci al Records -- Types of records maintained separately
fromtextual / paper records because their physical formor
characteristics require unusual care and/or because they
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hh.

5. QUALI

have nonstandard sizes. |Includes electronic, audiovisual,
m crof orm cartographic and renote-sensing i magery, archi-
tectural and engi neering, printed, and card records.

Vital Records -- Records essential to the continued func-
tioning or reconstitution of NETL during and after an
enmergency and al so those records essential to protecting
the rights and interests of that organization and of the
individuals directly affected by its activities. |Includes
bot h enmergency operating and rights-and-interests records.
Vital Record considerations are part of NETL's Records

Di saster Prevention and Recovery Program

TY CONTROL:

a.

Paper Files -- Docunents held in file cabinets shall be

i nspected annually by the record custodians. The inspection
shal |l include an assessnent of the physical condition of the
records as well as the conformance to the appropriate record
schedul es.

El ectroni ¢ Docunents -- Hard (paper) copies of electronic
records shall be inspected as received by the records
custodian to ensure that all required transm ssion and
recei pt data is included with a record copy.

Retired (Boxed) Paper Docunents -- Hard copies of retired
paper docunents kept in boxes shall be reviewed annually
by the Records personnel to assure they continue to be in
accept abl e physical condition and to assess conformnce
with the appropriate record schedul es.

QO her Media -- Copies of other records, including books,
maps, photographs, film machi ne-readable materials,
magneti c tape, or other docunentary nmaterials shall be

i nspected annually by the Record custodi ans, to assure they
continue to be in acceptable physical condition and are in
conformance with the appropriate record schedul es.

Records O ficer -- The Records Oficer shall periodically
nonitor NETL's record identification and retention activi-
ties in procedure to assure that this Procedure is being
followed. |In addition, the Records Oficer shall periodi-
cally (but at |east annually) review this Procedure and
recommend revisions as necessary to cover changing site
conditions or regulatory requirenents.
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f. Vital Records -- In accordance with 36 CFR, Part 1236 and
Subpart B, Mnagenent of Records and Vital Records, a pro-
gramfor the identification and protection of vital records
shall be in place. Backup copies of vital records and ot her
el ectronic records shall be created with regularity and
mai ntai ned off site. Random sanpling shall be done to the
reliability of backup copies. Additionally, the vital
records will be tested during periodic disaster recovery
drills.

6. RESPONSIBILITIES:

a. The NETL Director shall:

(1) Have overall responsibility for ensuring that the
Records Managenent Programis adm nistered in accor-
dance with the requirenents of all Federal |aws and
regul ati ons, Executive Orders, DOE Orders, DCE
Manual s, DOE Standards, accepted external standards,
and authoritative issuances.

(2) Ensure inplementation of this Procedure by conveying
to both NETL managenent and to enpl oyees their
responsibility for conpliance with record nmanagenent
requi renents.

b. The Associate Director, Information Technol ogy D vision
shal |l ensure that the Records Managenent Programis adm n-
istered in accordance with the requirenents of all Federal
| aws and regul ati ons, Executive Orders, DOE Orders, DOE
Manual s, DOE Standards, accepted external standards, and
authoritative issuances.

C. The Records O ficer shall:

(1) Admnister the Records Managenent Programin accor-
dance with the requirenents of all Federal |aws and
regul ati ons, Executive Orders, DOE Orders, DCE
Manual s, DOE Standards, accepted external standards,
and authoritative issuances.

(2) Admnister the inplenentation of this Procedure by
conveying to both NETL nmanagenent and to enpl oyees
their responsibility for conpliance with record
managenent requirenents.
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(3) Survey and appraise the Records Managenent Program
(including site support contractors) and recomrend
necessary records managenent i nprovenents.

(4) Serve as the NETL point of contact for Records
Managenent Program i ssues.

(5) Assure that a periodic records inventory is
conduct ed.

(6) Prepare records holding reports and submt to DOE
Headquarters, when requested.

(7) Oversees operations of the NETL Records Facility for
the storage of inactive records.

(8 Reviews inventory records periodically with the
Records personnel to ensure proper disposition of
records qualifying for disposal

(9) Reviews inventory records periodically with the
Records personnel to ensure proper disposition of
records qualifying for disposal

d. Records Personnel shall:

(1) Assist Records Oficer wwth adm nistering the Records
Managenent Programin accordance with the require-
ments of all Federal |aws and regul ations, Executive
Orders, DOE Orders, DCE Manual s, DOE Standards,
accepted external standards, and authoritative
i ssuances.

(2) Assist wth conducting appropriate records training.

(3) Assist with site-wi de records inventories.

(4) Review conpleted inventory and apprai sal recordation
and determ ne proper disposition of itens described.

(5) Ensure only “record” material is being transferred to
the NETL Records Facility.

e. The Contracting Oficials shall:
(1) Ensure all site support contracts include require-

ments for conpliance with this Procedure.
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(2) Ensure the appropriate records are identified as
contract deliverables, including records pertaining
to the environment, safety, and health; financial and
techni cal records; and other specified records as
appropriate to the contract scope.

(3) Ensure records identified as contract deliverables
are handl ed in accordance with the requirenments of
this Procedure and ot her rel evant procedures, |aws,
and regul ations and delivered to NETL at appropriate
intervals, per the contracts, or at the termnation
of the contract.

The Project Manager shall provide project records to the
records hol ding area designated for storage and mai nt enance
of project technical and procurenent files.

The NEPA Conpliance Ofice shall establish a central storage
area for segregated storage of all NEPA records in coordina-
tion with the Records Oficer.

The File Custodi ans shall:

(1) Establish and maintain file stations within their
organi zati onal units.

(2) Evaluate records naintained in assigned area and
identify records and nonrecords.

(3) Conplete inventory and apprai sal reconmendati ons.

The NETL Enpl oyees shall conply with the Records Managenent
Programin accordance with this Procedure.

7. TRAI N NG REQUI REMENTS:

a.

NETL enpl oyees shall periodically (but at |east every
2 years) conplete Records Managenent Awareness Training.

Personnel involved in the inventory and di sposition of
records shall be fully trained in the handling of records
by the records personnel.

Upon acceptance of an assignnent that entails file/record
responsibilities, enployees are required to read this Pro-
cedure (and any subsequent revision) and be aware of its
contents and directions.
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9.

d.

Records awareness will be pronoted in various training,
newsl etter articles, Records honepage, strategic poster
pl acenent, etc.

DOCUMENT CONTRQOL :

a.

The Records O ficer shall review and update this Procedure
as necessary to accommopdat e changi ng conditions at NETL and
to ensure conpliance with applicable | aws, regul ations, and
DOE requi renents.

The Records O ficer shall ensure that NETL records are prop-
erly retained or disposed of in accordance with this Pro-
cedure and ot her DOE and Federal recordkeeping requirenents.

The Records personnel shall assure that all requests are
reviewed for records disposition and ensure that responsible
personnel receive a copy of the formafter |ocation

assi gnnent .

A records database of pertinent information fromthe records
di sposition forms will be maintained by the Records Person-
nel. A conplete file of all docunentation regarding record
forwarded to the FRC will be nmintai ned by the Records
personnel .

The Records Personnel shall maintain authorizations for
di sposal of records whose required retention tinme has
expired.

PROCEDURE: The follow ng procedures apply to all NETL records.

Records must go through the follow ng steps as they enter the
records program

a.

| nventory

(1) A site-wide inventory will be conducted periodically
(at least every 3 years) to reduce the anount of file
cabi net space taken by noncurrent records. Based on
NETL' s organi zational structure, a file custodian
fromeach area will assist the Records personnel in
eval uating the records nmaintained in that area.

(2) Records and nonrecords that are identified will go
t hrough an apprai sal process. Records will be placed
into categories based on their type and val ue (adm n-
istrative, financial, legal, scientific, research
and historical) to the Governnment, or to the public.
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Areas of concern to be enphasized will be duplica-
tion, copies, need for centralization, records

w t hout schedul es, records that are schedul ed

i naccurately, etc.

(3) The conpleted inventory and apprai sal recommendati ons
will be reviewed by the Records personnel who wll
determ ne the proper action to be taken on any weak-
ness found during the inventory. The Records person-
nel will then return to the offices and work with the
Records custodian to correct any inconsistencies.

The inventory includes the foll ow ng:
(a) Record and nonrecord naterial .
(b) Control |l ed and uncl assified papers.
(c) Machi ne-readabl e and mcrofilmmterial.
(d) Audi ovi sual records.
(e) Filing series and correspondence fil es.
() Permanent, as well as tenporary, records.
(9) Reference materials (panphlets, reports, hand-
books, reading files, and extra copy files)
mai ntai ned in files.
Appraisal of File Series -- Followi ng the inventory, the
records are appraised. Appraisal involves placing all file
series into categories based on their type and val ue (adm n-
istrative, financial, legal, scientific, research, and his-
torical) to the Governnent or to the public. The appraisal

process is a joint effort between the offices involved and
t he Records personnel.

Schedul i ng Records -- The conpleted inventory and apprai sal
recommendations are reviewed by the Records personnel who
wi |l determne the proper disposition of the itens
described. These itens wll fall into the follow ng three
cat egori es:

(1) Record itens covered by General Records Schedul e
(GRS) or by the Departnent of Energy Records
Schedul es ( DOERS).
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(2) Nonrecord itens.
(3) Record itens not covered by records schedul es.

The GRS and DCERS shall be used to assign a schedul ed reten-
tion period. If clarification of standards for schedules is
needed, the Records Oficer shall be contacted.

When the docunent is not covered in the GRS or DOERS, a new
schedule is to be requested for the record series through
use of Standard Form 115, Request for Records D sposition
Aut hority. Individuals requesting new schedules wl|l
contact the Records personnel for assistance.

Short retention periods (usually 1 year or |ess) shall be
assigned to nonrecord itens since they are usually dupli-
cated el sewhere in the organization, and are retained for
conveni ence of reference only. |[|f the determ nation of
nonrecord i s based on physical duplication, the responsible
office for keeping the record copy shall be noted on the

i nventory.

d. Retirement -- NETL will create/inplenent a retirenent
process that is nost cost efficient and nost beneficial to
t he custoner.

(1) Only records that are appropriate will enter the
records storage area.

(2) Al records wll be prepared according to FRC
requirenents in the events that they are to be
forwarded there, they are ready to go and there is
no need for re-work.

(3) Records identified as inactive will be packed in
standard Federal records retention boxes and form
NETL F 243.1-1 is to be conpleted for each box.

(4) A nenber of the Records personnel will reviewthe
contents of the box and provide gui dance on appro-
priate retention periods and schedul e use prior to
acceptance into the Records Facility.

(5) Records personnel wll assign a box nunber, a reten-
tion period to the box, and enter pertinent inforna-
tion fromthe box, such as |ocation, owner, content,
etc., into the records database.
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e. Storage -- Al records will be shipped to the Pittsburgh
records storage area.

f. Di sposition -- The owner or custodian of a records box
remai ns the owner until final disposition. In the event
that the original owner/custodian | eaves his or her position
before final disposition, the records materials wll be
transferred to a new owner who has know edge of the nate-
rial. Only owners who have the know edge of the contents
of a records box can give final approval of disposition.

At the end of the assigned retention period, owners wll

be contacted to verify disposal authority for the records.
Owners will be given 30 days to reassess the retention
period, reclaimthe box, or approve disposition. A |ack
of response fromthe owner by the end of this tinme period
will be forwarded to the Records O ficer to determ ne final
approval of disposition.

Appr oved:

Associ ate Director, OBL

NETL Di rectives Coordi nat or
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